IG OFFICE ATTENDANCE

     Chief of Staff’s office requires that we report the daily attendance of the IG officers.  State only, “ALL PRESENT AND/OR ACCOUNTED FOR.”  Do not give additional information.

LEAVE SLIPS
     The Major General approves the Active Army IG’s leave slips.  Once leave is completed, sign him in and out and place in pay branch’s in-basket.  Active Army IG is not given a leave control number.   

     AGR personnel’s leave is approved within the office and a Leave Control Number is obtained from AGR Tour Branch.  Once leave is completed, sign personnel in and out and send through distribution to AGR Tour Branch.

TDY

     TDY requests (DD Form 1610) for the Active Army IG are approved by USPFO.  When travel and DD Form 1351-2 are completed, place in pay branch’s in-basket.  

     TDY requests (DD Form 1610) for all AGR office personnel are approved by AGR first.  If out of funds, go through G3.  When travel and DD Form 1351-2 are completed, send through distribution back to approving department.

     Utilize the Orders Tables Printout to fill in the remarks section of DD Form 1610.  The red-circled codes are the descriptions used the most.  If the proper descriptions are not inputted on the DD Form 1610, it will create a lot of problems.  Important:  Make sure the soldier’s social security number and variation in itinerary authorized, is on the DD Form 1610.

ORGANIZATIONAL INSPECTION PROGRAM (OIP)

OUT BRIEF
     As soon as all the individual inspections have been compiled and a power point presentation put together, contact the unit to organize the best time and place to present the out briefing.  

     You will need the disk with the power point presentation on it, office lap top, borrow a box light from DOIM or PSB (smaller and easier to carry), five copies of the inspection (leave the original in the file) and five copies of the power point presentation (handout format 6 slides per page). 

INTELLIGENCE OVERSIGHT (IO)

QUARTERLY REPORT

     The IG office is responsible for the IO portion of the OIP, which is performed annually at battalion level during their scheduled OIP dates or open annual inspection period.

     Quarterly we are required to forward a report to the Chief National Guard Bureau, ATTN:  NGB-IG, 1411 Jefferson Davis Highway, Arlington, VA  22202.  Due dates are no later than the 5th of January, April, July and October.  The report can be located in Office Doc’s as Intel Oversight. 

ORGANIZATIONAL COMPLIANCE EVALUATION PROGRAM (OCEP) REPORT

     FORSCOM Regulation 220-2 governs OCEP.  OCEP only applies to Force Support Package (FSP) units.  The required information to complete this report is found on the individual unit’s OIP report.

     Quarterly we are required to forward a report to the Commander 1st United States Army, ATTN:  MAJ Skeldon, 4705 N Wheeler Drive, Forest Park, GA  30297-5000.  Due dates are no later than the 5th of January, April, July and October.  The report can be located in Office Doc’s as 1ST Army OCEP.  Enclosure 1 is the FORSCOM Form 1050-R that can be located on Form Flow and in FORSCOM Regulation 220-2.

MONTHLY INSPECTOR GENERAL ACTION REQUEST (IGAR) REPORT
     Monthly we hand deliver a report that consists of new IGARs that were reported during the month and the current status of previous ones to the Adjutant General, National Guard Armory, 360 Broad Street, Hartford, CT  06105-3795.  Copies are also hand delivered to the Assistant Adjutant General, Chief of Staff and State CSM.  The monthly report is due no later than the 5th day of the following month.  You will need to go into the IGARs database under Reports and print out the following reports:  

1.  Report 201 – Tab down to Opened and type a B.  Enter the beginning and ending dates of the month.  Continue to Tab down and it will automatically be sent to the printer.

2.  Report 201 – Tab down to Closed and type a B.  Enter the beginning and ending dates of the month.  Continue to Tab down and it will automatically be sent to the printer.

3.  Report 210 – Tab down until it automatically is sent to the printer.

The above listed reports will help you in putting the monthly report together.  The report can be located in My Computer under Office Doc’s as Monthly Report.  Remove all cases that were reported closed last month and move last months new cases into the previously reported sections in numerical order.  

ANNUAL TRAINING (AT) VISITS
     G-3 forwards through distribution a MENG Circular that consists of the yearly training calendar with all the units AT dates and destinations.  Utilizing this calendar the AT sites and dates are divided among the IG office.  

     A courtesy call is required in advance prior to an AT visit to a unit.  Some AT sites, Fort Drum, require you to file additional documentation to visit an AT site.  Report to the commander prior to entering the field and report back to him/her prior to leaving.   

IGAR CASE REVIEWS
     Allows the office to gain insight and exchange opinion on how to handle current cases.  Utilize Report 210 in the IGAR database.

MEETINGS
     TAG Bi-weekly meeting is held at 1000 on Wednesdays and is attended by any one of the three IG personnel.  Confirm meetings with Chief of Staff’s office.

DOIM HELP TICKETS

     A DOIM help ticket is needed to fix computers, telephones and the fax machine equipment.  On your main screen, double click the Internet Explorer Icon.  In the Address window type:  http://members/.  Then click on CT DOIM Help Desk.  Read instructions completely prior to filling out necessary information.

LOCATING OLD RECORDS

     The Historical Section maintains microfiche on all DA Form 1379 (unit pay rolls) and records of soldiers that have been discharged from the Connecticut Army National Guard.  Current copies of DA Form 1379 are located near the Retirement Point Accounting Specialist (RPAS) NCO located in the Personnel Service Center (PSC).

     State duty payrolls to include military funerals, are accounted for and maintained in the Historical Section.

     Historical helps soldiers that have retired from the military to initiate their retirement benefits.  A part time soldier cannot initiate their retirement benefits till age 59.

RETIREMENT POINTS ACCOUNTING SPECIALIST

(RPAS)

     The RPAS NCO is located in PSC and maintains retirement point records on all CTARNG soldiers.

     A part time soldier receives one retirement point for each four-hour unit training assembly (UTA).  One weekend drill equals four retirement points and is called a multiple unit training assembly (MUTA 4).  Part time soldiers receive one point for each active duty day performed and 15 points per year for being a Guard member.  A part time soldier must have a minimum of 50 points to have a good year.

